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Eligibility Guidelines – 2013-2014 

 

 

 
 

More information can be found at this website: 

http://www.fns.usda.gov/cnd/governance/notices/iegs/iegs.htm 

 

http://www.fns.usda.gov/cnd/governance/notices/iegs/iegs.htm
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Applications –  

                                                                      

Add permissions in Control Master for Food Service Personnel 

Select: Edit Groups -    

 

Group: Food Service Admin        (if you do not have this group – Select: Create New and create it) 

Food Service Admin–select all permissions except for Contact Applications 

(see example below) and Save -  . 

 

Contact Applications permission assigns the permission to Contacts: Parents/Guardians 

to login on the web and submit an Online Food Service Eligibility Application for free or 

reduced meals. 

 

Food Service Admin Permissions 

 

Do not select  

Free/Reduced  Meal 

Applications for this 

group. 
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Permissions 

 

Continuing …… go to Group Permissions: Settings –  

Select - View all students in user’s track(s) and Save . 

 
If you need help setting permissions, please contact your SIS2000+ specialist.   

Keep your student data secure. 
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Online Applications via the web 

Only may be submitted by Contacts - Parents /Guardians 

If you already have a Contacts group created – skip to page  

If parents/guardians do not login to your SIS2000+ software with their own-  

Contacts /Parents/Guardians user name and password, the online application software will 

not be available to them.   

In other words, if contacts / parents/guardians login under their student ID’s and 

passwords, they will not be able to use the online application software for food service. 

Parents / Guardians can still submit a regular paper application directly to the Food Service 

Personnel at the school.  Online Applications are optional. 

 

To Create a Contact group for parents and guardians, etc. 

for using Online Applications – Go to Control Master 

 

Select -Edit Groups 

Select - Create New  (if you don’t already have Contact Group created) 

 

Add Title and Description 
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Add – Permissions – Group Permissions: Food Service –Select: Free/Reduced Meal 

Application for Contacts group. 

 

Continuing ---- go to Group Permissions - select:  Settings 

To allow contacts/ parents / guardians to view their student’s account information 

Select - View students for whom the user is a contact 

 

User Accounts 

 To allow users to Self-Register for a login account - Select – Contacts can Self-Register 
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Setup permissions for Online Applications in Control Master  

 

 

 

For more information to help contacts setup an account – visit our website:  

Under Training Video Clips 

http://www.schools.utah.gov/computerservices/Services/Student-Information-

System/Quick-Guides.aspx 

 

 

 

 

http://www.schools.utah.gov/computerservices/Services/Student-Information-System/Quick-Guides.aspx
http://www.schools.utah.gov/computerservices/Services/Student-Information-System/Quick-Guides.aspx
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To setup a phone number for users to call if they are homeless, migrant, or a 

runaway is added under Control Master – under  Edit Settings under Food Service  
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                                  Applications – Manage Applications  

When a contact /parents / guardians submit a new Online Application –  

Food Service Personnel will see it in the Manage Applications screen with the 

number of applications that need processed. 

 

Select – Manage Applications   
Users can search on this screen by Series (application series number), 

Applicant Name, Student ID, Student Name, or Household Member. 

Options: Include Exited / Inactive (Students) or 

Include Withdrawn Applications 
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Applicants don’t always give all critical information when submitting the 

application.  Users may need to contact the applicant for more 

information to finish processing the application. 

 

Add Application Status:   Needs Information and add notes (optional) for 

referencing about information needed for the application. 

 

After receiving the information to finish the application, add the 

information and save application. 
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When all pertinent information has been entered – continue and set the 

status for the students. 

 

Once the Status has been set - the students on the application are 

approved for Free or reduced meals and will be charged accordingly for 

their meals starting the day the account status is set and approved.   

 

Start Date will show the day the Eligibility for the set status will start. 
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Creating a New Application –  

Select - << Create New Application >> 

 
 

Selecting the words: Eligibility, Application, and Sharing Information With Medicaid / CHIP  

will collapse (close) the screen for easier viewing and entering information. 

 

 

Eligibility – will be the last part of the application a user will do. 

Eligibility was added to the beginning of the application rather than at the end 

because users will be accessing it often for finalizing the application information. 

Users may collapse the Eligibility screen for easier viewing and entering information until they are 

ready to enter the final information for setting account statuses: 

Eligibility – Determining Official     Determination Date – added for auditing 

                        Confirming Official        Confirmation Date –    added for auditing 

                        Verifying Official            Verifying Date –             added for auditing 

 

 



SIS -2000+ Food Service 

 
 

14 
USOE – 2013 – SIS2000+ - Food Service 

 

New Application 
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Applicant Information 

 

CHIP - This information will be printed on the CHIP Contact Report to turn into the 

health department. 
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Create New Application –      

When adding information to an application, users need to always add the 

information exactly like it is on the paper application for auditing. 

Part 1 – CHILDREN - Add Names of all household children 

 

Student ID field is for adding what is on the paper application or has been entered on 

the online application and doesn’t link the student with the school database.  

Assign– searches for the student in the database to link to the application. 

 

Select the student to assign to the application by clicking on the student information. 

 

The student’s LEA Student ID will be added to the application from the enrolled 

students. 

 

 

Student ID - entered from 

paper application or online  

appaappapplication 

No Student ID was entered from 

paper application or online 

application 

LEA Student ID - added from 

school database 
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Household members – Names of all children 

How to add a household member who is not enrolled in a school. 

Add the household member first and then - Select – the icon - this will 

ignore the household member who isn’t enrolled in school but, will 

include them in the number of household members for income eligibility 

verification. 

 

 

Selecting the icon  - deletes the added household member when 

needed. 

 

Part 2. BENEFITS –  

Program – Select the program if a student(s) applicant is assigned a SNAP,FEP, 

or FDPIR number 
 
SNAP: Supplemental Nutrition Assistance Program (Federal Number)  
 
FEP: Federal Employee Plan (Federal Number) 

FDPIR: Food Distribution Program or Indian Reservations (Federal Number) 

 

   
If the applicant doesn’t have a SNAP,FEP, or FDPIR federally assigned number, skip the BENEFITS part 

of the application. 
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Part 3. HOMELESS / MIGRANT / RUNAWAY –  

 

 

Part 4. TOTAL HOUSEHOLD GROSS INCOME 
 

Enter the name(s) of the household members you haven’t listed above. 

Click Add    to add household members. 

Enter all household gross income information 

 

Part 5. SIGNATURE AND LAST FOUR DIGITS OF SOCIAL SECURITY 

NUMBER (ADULT MUST SIGN) 
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Part 6. CHILDREN’S ETHNIC AND RACIAL IDENTITIES (OPTIONAL) 

 

 

CHIP – Children’s Health Insurance Program 

SHARING INFORMATION WITH MEDICAID / CHIP 

 

 

CHIP – Filling out this information will be printed on the CHIP Contact Report to 

turn into the health department. 

When finished – Save Application   
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Eligibility - 

 

Eligibility – will be the last part of the application a user will complete. 

Series (number): is Auto - automatically generated or this field can be edited to add 

an application number to a known series number, but most of the time should not be 

edited. 

Application Status: is set to ‘New’ until the status is set by selecting –  

Application Date: defaults to the day you are entering the information. 

 

Withdraw Date: enter date the applicant or user withdraws the application. 

Note: used for information to clarify the information, such as waiting for more 

income information, etc. 

                         Determining Official     Determination Date – added for auditing 

                        Confirming Official        Confirmation Date –     added for auditing 

                        Verifying Official             Verifying Date –            added for auditing 

When application is finished: Set Account Statuses   .   
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Set Account Statuses   

 

Once a user has Set Account Statuses – The application is no longer 

accessed to editing.  To change an application 

 

 

Making changes to an existing application –    Re - Apply    

Search for an Application – Search by - Series, Applicant Name, Student 

ID, Student Name, or Household Member 
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Select Edit   – on application for setting status for students -  

 

 

Select Re-Apply    – at the bottom of the 

application. 
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This is just a warning   –         select Yes to continue with the Re-Apply 

 

 

 

If you have added or changed information on the application, Save the 

changes first and then Re-Apply. 

 

 

Re-Apply    creates another application and adds the new 

application to the series.  The original application is not changed but, a 

new application is created and linked to the original. 

 

 

 

 

 

 

 

 

Warning 
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To check the status of an application for a student -  

Go to: 

Accounts 

 
Manage Accounts      

 
Include Exited/Inactive Students 

Search by Student, Faculty, or Patron – ID Number 
Search by Student, Faculty, or Patron – Name 

Searches will pull up multiple types of users for faster searches 

 



SIS -2000+ Food Service 

 
 

25 
USOE – 2013 – SIS2000+ - Food Service 

 

Status History (Free/Reduced/Full Pay) - displays student’s status information 

Add Status – a change in status can be added 

 

 
 

 

If you need any assistance, please contact your SIS2000+ specialist. 

                                                                                           

 

 


